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Lo ~ COUMUNICATIVSS DIVISION [
T . e 20 Jaauvery 195 \{’
25X1 COMUNTCANIONS_DIVISION ORN™R ' ,
! _ 1. TffocNye Thi o, Ihara $u ostablichd in the Commmications
25X1 ‘Division, Room 10{§ under the’Adninistrative Staff, a
i Soction desipgnoted Wg Comme Mall snd Fileg. /Tts function will comprise
the receipt, and disdRibution ¢f Cebles, Pbuches, Correspondence, Publie'
cations and other comruNcabionss thelr Aesording, correlation, control,.
end the maintenance of codespoadence A£iles. - : ‘ ™~
2o Tach Branch ghall ina™ e such inbernmal controls and/or systems
ag ars essential to earry cut tl urpose of this directive.
3. Mebthods and proced acoomnplighnent of the foregoing -
are set forth under Apperdy. orato.
' 25X1
AN
Chi_ ej‘. : ijﬁ'nung'}aﬁ.tions
o '{; ' Attachment: - R
o -(Appendix A)
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COMMUNICATIONS DIVISION MATL Al FILWS STCTION

M™IIODS AND 1PROC™MUR™S

1. Tt is the intemt of these instructions to provide guidance
11 the establ: islment and inltis) operation of the Mail and Files
Section., It is recognized that until such +time ag the gystem has bedn - =~
~ din operation for o peried of time, ninor difficulties may be encounterad.
The successful functioning of the MNail and IMles Section will therefora
be dependcnt upon the cooperation of all parties concerned.

2+ - Tho methods and procedures and responsibilities in connection
with the operation of the LIail and Plles Smtion are set forth hereinaftoer.

_Incom_lng:,‘ :

n. odScreen for moterial that is not 4o be recorded and forward
dwrectly to addressee. (Books, periodicsls and outside advertising _
matter; unless classifiede..in this category, since they are checkerd -
by addressse).

be Top Secret Control matarzal will Da handl@.d by 'bh(a Ma:.l and
Files Section in the same manner as all other classified material, axc epb ,
that it will be recorded separately. ﬂnd prooessed in accordance with parti- -
nent Top Secrot Directives. o

Ce Cables. (Action and/or Ini‘ommtion, Confirmation and Crypto),
Pouches, and correspondence will be reviowed, to. determine applicable
.action, routing, and suspense time. Referenced baclcground neterial
~ atbached. (where uva:x.lable without {;rcab delry)e S

'
BRI - P

de "Control No:" will be sssi gned and cover sheet and roubing
alip m.ade out and atbtached. (Form ao-l--«Ssunple copy atbtached).

. The routing slip will shov the Control No. (for future ident:.f:.— o 4
cabion), and designate Action Branch and suspense date. This material - :
- will be recorded in Muil and Files Soclion. ; T .

Two copies oi‘ 'bh@ routing slip will- be rmined in the Mail
and Files Seotion. The remaining four copias of Standard Form 35«1 and
the Agency Cover Sheet will be attached %o rmterial except as set forth :

- bolow reparding Action Cables. Soe L1

: As material lesves each Brauch to continié to next addressee on
rou‘bing, one slip shall be detached by Branch, dated, and returned to

. the Mail and Files Seotion., Slips will be filed with original in the :
‘Mnil and Files Scotion to record location of outstanding material. (Cover
shect shall be signed and remain with material.) The return of the slip
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. ~anwary 1951, -
(\ will rellove the Branch of rca:3pon:;*»:l.bilit.yo Brenches :;hall inatitute
L . such procedures as are required to maintain effective .control of

material within the Branch, .

fAntion Cablen, - Preseat procedwres rampin in effect. Accordingly,
the first copy will be routed to the Action Branch. The second copy will
be routed to other imterested Brenches for information. In such cases,
coplea 1 and 2 of the routing slip will be retainod at the Mail and Files
Sectlon, Copy 3 only will be attached to the Action copy (and shown in
the Suepense Iocor&)o Coples 4, 5, and 6 will be attached to the Informaticn
conpy and routod to appropriate Branches for use in the sane manner pre-

- seried herein for all other material! '

8o Tho Mail and Files Section will check the Suspense Date Record
each morning and recall outstanding material or notify the Branch as
approprlate,

f. Routine material shall bo picked up by Branches every houx‘a"

g, Priority and urgent materml shall be picked up as soon as
4poseib1e af’oer the Mall and Files Section has notified Branch. .

Outgoing ' : T

a, -Date and destination of materiel will be shown against original
C/ Control No, by the Mail and Files Section. L

-~

: he  Tf mateorial eriginates in (‘ommmxicatiom, the Control No, will
' ba assigned and Stafidard Form 35-1 made out for future use in the Mail and
Files Section to identify material. - _
° L]
6o - Coordination required outside the Division on cables, pouches
and correspondence is a responsibility of the Administrative Assistant,
‘and shall be accomplished prior to return %o the Mall and Files Section
for final dispatch, _ é

d. Where receipts are required, a request will accompany material.
The roceipt will be returned, recorded, and returned to the Branch by the
Mall and Files Sestion. .

e, All material origlnating in Communications Diviaion shall bas
- cleared through- tha Maﬂ. and I‘ilea Seation before being dispatched out.side |
the Division, ' . B . S
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